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Introduction

For some projects that involve external partners, project managers create tasks and assign them to organizati
and supporting resources. Once these tasks are completed and an invoice is receivedaatiorized user can use
the enter a payment request for that organization in TXDOTCONNECT.

This course describes how to search for and view existing payments, how to create and submit a new paymen
and how to review and approve a payment.
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Allpayment requests must be approved by the proper reviewer before they are processed to the vendor. The
routing of the request for approval is different depending on the payment type, but the process for reviewing af
approving the payment is the same.

Note: The information you can see in TXDOTCONNECT may be of a sensitive nature. Please make sur
follow the proper procedures when sharing information with third parties



Searching for a Payment

You can search for an existing payment from tigayment Search feature in the Administrative module.

Payments Search

PaymentiD v Select v Select v

Project ID csJ Payment ID Payment Type Organization Name Payment Amount Payment Status Service Date District/Division Check Number

02
2

A00132562 001513507 MO00000021 ROW Jay's Record Label $43 234 23400 Open

A00132562 001513507 M00000023 ROW Jay's Record Label $23423.00 Open 01/16/202

A00132268 001508440 MO00000041 ROW Ent Test $324.334,556.00 Open 0 /2020
A00132268 001508440 MO00000042 ROW Test Appraisal $34532523.00 Open 01/24/2020
A00132268 001508440 MO00000062 ROW Jay's Record Label $6,346.00 Open 02!
A00132268 001508440 MO00000065 ROW Test Appraisal Open
A00132458 001509209 MO00000067 ROW Ent Test $23423400 Open 01/27/2020
1. Click theAdministrative module OBt awm
and SeIeCt Payment Sea‘rCh L Projects ~ Right of way Letting Administrative ~
Forms Search
Dashboard
Organization Search
Create Organization
Payments Search
Create Paym ‘h
2. The Payment SearCh page Payments Search
appears.Select at least one of
. . PaymentTy; v ROW select v select .
the search criteria and enter a
Project ID
search term, and clickSearch.
Payment Status
Service Date
District/Division
Check Number
PeopleSoft Voucher ID
Purchase er Number
ROW Project ID
ROW CSJ
Created By
Created Date
3. The search results populate.
. . Payments Search
Sort or filter them using the
column headers if needed Pament Ty RO e s
Project ID csJ Payment ID Payment Type Organization Name Payment Amount  Payment Status. Service Date District/Division Check Number

Doubleclick a payment to open

1 H H 5 ADO132562 Jay's Record Label 3 0 01/11/2020
and view detailed information : i
. MO00000023 ROW 5. 00 Open
about it. ocisonas0 —— o MBS0 Opan
001508440 MO0000042 ROW $34532523.00 Open
001508440 MO00000052 ROW $6345.00 Open
001508440 MOO0000ES ROW Open

001500209 100000057 ROW 523423400 Cpen 01/27/2020
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at
the next section as we describe
how to create a new payment.

ook

Creating a Payment

t Payment and Voucher

Payment ID:
Project ID:
Control Section Job:

Payment Amount:

@ Payment Information
ROW Project ID:

R00005484

M00000156
AD0132458
0015-09-209

§99,999,999,999.99

ROW CSJ:

0015-09-210

Payment Type:
Organization Name:
Austin - 14

District / Division:

PeopleSoft Voucher ID:

Right of Way

Adding Org For ROW Payments

Project-level Payment

Authorized users can create a new payment from the Create Payment feature in the Administrative module.

1. To create a neworganization,
click the Administrative
Module and selectCreate
Payment. The Create Payment
page appears.

2. ThePayment and Vouchepage
is divided into the following
sections:

@ Payment Header
@ Payment Information
@ Voucher Information

Each sectioncontains several fields
and several of these only populate
once payment information is

approved or process in PeopleSoft.
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Utilities

ThePaymentand Voucherpage is divided into sections.







Payment Header

Authorized users can create a newayment from the Create Payment feature in the Administrative module.

A. Payment ID B. Payment Type C. ProjectID D. Organization
Name

This is generated This is populated with the payment This field allows you to

once all required type selected in the Administrative select the transportation  This field allows you to

fields are entered module. It determines the layotiof project (Project ID) or select the organization

and the paymentis  the page and which fields are utility work (Utility ID) to  that performed the

saved or submitted. included. which the payment work and will receive

Payment | [ Forexample: applies. the payment. FoRight

begin with the letter @ ROW Payments allow you of Way (ROW)

M. to indicate an Advance Only Utilities with Joint Bid payments,

Relocation Payment or

or Reimbursable TxDOTCONNECT

ProjectLevel Payment and indicators will appear in populates this field

provide additional detail
about the task and parcel.

this list. Additional automatically based on
information can be found the selectedtask

@ Utility Payments reference in the courseManaging (unless the payment is

the Utility ID.
Payment and Voucher
Payment ID: mooooo261 (@)
Project ID: A00065628 Q -
Control Section Job: 2100-01-066 e
Payment Amount: $9,999.99 Q

E. PaymentType F. District/Division

This identifies the This identifies the district or
control section job  division responsible for the
(CSJ) where the selected project ID or utilityD.
work took place.

TxDOTCONNECT

populates this field

automatically based

on the Project ID.

Utilities . indicated as aProject-
level Payment.)

Payment Type: Right of Way e
Organization Name: XYZ Services o
District / Division: Austin-14 (@)

PeopleSoft Voucher ID: @

G. Payment Amount H. PeopleSoft
Voucher ID

This is the amount of the

payment. This is entered TxDOTCONNECT

in the Payment populates this identifier
Information section below once the payment has
but populates in the been processed and

Payment Headerfor easy paid in PeopleSoft.
reference.



Payment Information

Many of the fields in Payment Information populate automatically based on the selections made in Bagment
Header.

Project Identifiers

ROW and Utilities payments both )
include a ROW Project ID and ROW @ Payment Information

CSJ. Utilitiepayments also include ROW Project ID: ROW CSJ:

a Utility ID. These identifiers

populate automatically based on .
the Project ID value selected in the R00005238 2100-01-070
Payment Header.

@ Payment Information

ROW Project ID: ROW CSJ:
Advanced Relocation Payment Project-level Payment
RO0005238 2100-01-070
Indicators

TheAdvanced Relocation Paymentindicator means the payment is for relocation services before a relocation
has been completed. Additional guidelines and justification for Advance Payment Processing for relocation cal
found inthe ROW Relocation Assistance Manual

TheProjectdevel Paymentindicator means the payment is not associated with a specific assigned task. Checki
this box removes the requirement to identify a specific completed task and changes theganization field into an
editable field.

@ Payment Information

ROW Project ID: ROW CSJ:

Advanced Relocation Payment Project-level Payment
R00005238 2100-01-070

Payment Status: Payment Status Date:

Sent to Program Office

Payment Status and Date

@ ThePayment Status populates automatically as the payment routes through the workflow; these statuses a
described in the workflow job aids for each payment type.

@ ThePaymentStatusDatepopul at es automatically anytime the
action.

@ AsStatus Reasonand Payment Status Commentappear only when a payment iReturned for Correction.



Task

TheTask IDfield allows you to
select thetask performed by the
organization being paid.

Task ID: Task Category: Task Description:
FOI’ROWpaymentS, Only Completed K00000041 m Appraisal Initial Appraisal
tasks specific to the selected ROW
project will be available. Other fields ™" e

Completed XYZ Appraisal

then populate based on this
selection. You must also select the  parceiin:

parcel(s) to which the payment is P00000486 2
related.

For Utilities payments, select the

applicable task from the dropdown
menu.

Exception to Policy: Reason Code: Approved By: Approval Date:

No =] MM/DD/YYYY

Exception to Policy
If a payment is an exception to policy, indicate this by selectilig@sunder Exception to Policy.

When Exception to Policy imdicated, the Exception Policy, Reason Code Approved By and Approved
Date fields become required.

Expense Category: Expense Type:
ROW Acquisition Expenses v Appraisal v
Expense Category

TXDOTCONNECT populates taepense Typeand Expense Categoryfields automatically based on the selected
task. Depending on thepayment type, these fields may be located elsewhere on the page.

Invoice Date: Invoice Number: Payment Amount:
03/02/2020 ] 1234567890 $9,009.99

Date Received: Service Date: Fiscal Year of Service:
03/03/2020 -] 02/03/2020 -] 2020

Invoice Information

@ Invoice Dateand Invoice Numberreference the invoice submitted by the external partner. Tlhevoice
Numberfield is required; however, if no invoice igvailable, upon saving TXDOTCONNECT will ask if the usé
wants to prefill the field with the Payment ID number

® ThePayment Amountis the amount TxDOT will pay to the external partner.



@ TheDate Receivedis the date the invoice was received by TxDOT.
@ TheService Dateis the date the task was completed. TXDOTCONNECT will automatically populate the Fisi

Year of Service field based on the Service Date entered.

Payee Information

TXDOTCONNECT populates the
Texas ldentification Number (TIN)
and PayeeMail Code automatically
from the Organization file, based on
the organization selected in the
Payment Header.

Mail to District

This field indicates where the
payment should be mailed.
TXDOTCONNECT automatically
populates this to match the
District/Division identified in the
Payment Header, but authorized
users may select a different district
if needed.

Invoice Date:

03/02/2020

Date Received:

03/03/2020

Invoice Number:
& 1234567890
Service Date:

& 02/03/2020

Texas Identification Number:

Payee Mail Code:

(Check Number:

Mail to District:

Payment Amount:

$9,999.99

Fiscal Year of Service:

2020

Mail to District:

AUS

ABL
ADM
AMA
ATL
AUS
AVN

BRG ﬂg

BWD




Check Number

TXDOTCONNECT automatically populates @Gteeck Numberwhen the payment is processed by PeopleSoft.

Save and Submit

Once thePayment information is
completed, authorized users may
click Save or Submit.

# Save TXDOTCONNECT saves
the payment, even if required
fields are missing or incomplete,
and generates a Payment ID.

@ Submit: TXDOTCONNECT
validates the payment to ensure
all required fields are complete,
and then routes the payment to
reviewers.

Userswho create payments may track the status of their payments by
checking thePayment Status, Status Reason, Status Comment,

and Payment Status Datefields. They also receive automated email
notifications to inform them of
the review process.

A payment request may be canceled at amppint until it hasbeen
processed in PepleSoft

Create a Voucher

Once the payment is approved, it is sent to Finance to create the voucher for the payment. There is also
information in the voucher section related to purchase orders.

Many of the fields in the Voucher
Information section populate
automatically with default values
but can be updated by a Contract
Specialist as needed.
@ The Contract Specialist
selects aVoucher
Type Fund
Indicator, and Payment
Terms
@ All other fields populate as
default values based on
previous selections or
PeopleSoft data.

@ Select your desired map view

The information you see in TXDOTCONNECT may be of a sensitive nature. Please make sure you follo
proper procedures when sharing information witthird parties.



